MT VOTES

Reports & Labels

Reports vs. Extracts A
Election Reports
Voter Reports ¢4 |
Districts & Precincts
Petitions

Ballot Processing

2016 Montana Election Administrator Certification Training
Montana Secretary of State Linda McCulloch
Elections and Government Services
Sos.mt.gov soselections@mt.gov




A quick note about this module. There are two different
types of objects that can be run in this module. The first is
a Report and the second is an Export.

Each object has their advantages and disadvantages. Lets
take a quick look at the pros and the cons.




Reports Exports

Pros: Pros:
Quick Excel compatible

Easy to run Easy to format

Set up for printing Same data as the corresponding
report

Cons: Cons:
Harder to query Harder to run than reports

Potentially very large files General Excel knowledge is
required to work with the data

Lets look at how to run an export
first.
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Voter Search Help

Election

County
. . voter Registration ﬂ\_ewm & Clark =l ’7 |Test Federal Primary Poll Election - 01/19/2016 =l
As mentioned earlier Electon Managemen — S
o ) Precincts District [ Rato u
) Districts & Precincts ot [ All Ballot Styles
- Petitions [~ all (Deleted precints will be included on repart) Description i’
Exports are fairly powertu o | || B 3 [l
) Address Libra Oecr oz - o2 Opcr 02
T Oepcr o3 - POz Opcr oz
. Labels MIPCT 04 - P04 [l Cecr o4
ut t ey take a little more S S =
Master Lookups | (e Budget Group
ff k . h ) I | clo = [pcTo1-P01 = ’7 Jan I ‘
effort to work with. So | e
0 To [pcTo1 P01 =l sent | Receive i

From | To | |

. b -
walk you through runnin Y D —
m I Al I~ Exclude ‘Sent/Void' ballots
an export, an d then Alan Qe oo s || [Dcarsted | i
)
<] [sortorder
= : EX-E01 Export for Absentee Voters in an Election j §:|ES;S;; N
will talk briefly about S Sl S e e e :
E-001  Absentee Voters for an Electi
L L
working with the data.

¢ 2nd Notice

 Cancellation of vo

Code | Name |

O not Requested
an Election
E-005 Election Districts Included In Election =l

Cancel Run Report

We will run the EX-EO1.
This export contains all
absentee (or mail ballot
information) for the
election. It contains a lot
of extremely useful data.
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Election
’7 |Test Federal Primary Poll Election - 01/19/2016 =l

Exports are more e |[[ =
powerful than reports et || e | o | e

Beti] [~ all (Deleted precints will be included on report) Description i’
Election Workers -
because you can ask e Qreris 2o 3 ||
— Cecr 03 - P03 Opcr o3
° Ballot Processin a F1PeT o4 -pod L Esg gg 4|
guestions of the data e || T
Close From Ip.:T 01-P0O1 j ’7 |l|| j ‘
f I I h d = = —Date Range
aftter you pull the data out © o P ] S p—

From | To |
—Absentee Type

. NYRA Notic
of the system. So, we will atmsematnes | e —
= Y/ [ Absentee List - - Al [~ Exclude ‘Sent/Void ballots
t

O Civilian Overseas R Description I ﬂ
Election Specific _';l  cancellation of voters O certified
run the EX-EO1 export e R E
Code [Name I <] [sortorder
E)( EO1 Export for Abse t v ter: n Electio Ballot Style N
{ M V4 ° E015 Ex| p rtf b Type Rang
wide open wnich means i
E- 001 Ab t V t s for Electio
E-005 Electio Dtctl\ddl EICt J
L]
that we will get the
Cancel Run Report

maximum amount of data
out of MT Votes that we

can. So the parameters
that we will want are: All
Precincts, All Ballot Styles,
All Absentee Types, and
All Ballot styles for the
selected election.




—(olx| =1ox]
file is ilable under export tab in Schedule Jobs Module. Voter Search Help
County Election
Voter Registration ’]Lewws & Clark ﬂ ‘ ’7 |Test Federal Primary Poll Election - 01/19/2016 j
County: i Date: 12/16/2015 Password  Hel Exit
Election Managemen | " . ty: Lewis Clark /16/, P
. . Precincts District | —Ballot Style
Districts & Precincts D ™ Al Ballot Styles
aaliing v all (Deleted precints will be included on report) D ipti il
Election Workers N = OrcTo1 = -
; Oecto1 -t Hircr 0z Environment Test Environment MT VOTES
Address Library OpcT 02 - PO2
— OPcT 03 - PO2 OrcTo3
B MPCT 04 - PO4 = Orct o4
Ballot Processing EPCT 05 |
Master Lookups 0
Close [Aieanos BU:I?H T J Voter Registration System Configuration
From IPCT B I I Voter Search User Administration
—Date Range Voter Merge Address Library
To [pcT 01 -PO1 | Sont | ressivs | Batch Scan Legal Address Library
From | To | Commit Batch Messaging
—Absentee Type ——— —NVRA Notice Type Document Templates
[ All Absentee Types  1st Notice —Ballot Stages Election Management Load External Data
[JAbsentee List - IV All I~ Exclude ‘Sent/Void' ballots Election Calendar NVRA Process
© 2nd Notice == : p essij
O civilian Qverseas D il lo 0 ng p
Election Specific _I;I ¢ Cancellation of voters O certified Reports & Labels
. t [INot Requested =l Schedule Jobs
Code | Name | 4| | Sort Order [ - : Batch Management
EX-E01 Export for Absentee Voters in an Election Ballot Style A : J Provisional Ballots
EX-E015 Export for Absentee Type Date Range § Potential Felons
EX-E016 Candidate List Vv Petitions pl.atst ut'i’adla:')ed 12/05‘/12015
E-001  Absentee Voters for an Election oten ecease
E-005  Election Districts Included In Election =l e ORI Last Updated 11/14/2015
Online Rre-Registration
12/4/2015 Message Sent to other Count oval: Lewis & Clark County is trying to merge Voter...
Cancel Run Report

'Schedule Manager - =10] =]
Voter Search Help

Reschedule |
Delete |

Datel Time [12 [0f\af ¥Scription

Job List | ReportOuput  Export

. File Name Created On
Are you sure want to move this file 7 Ex-AbsentesVotersList-Lewis & Clark-2015-12-16-153246.txt 12/16/2015 2:32:46 PM
EX-AL01-Address Rule Export-Lewis & Clark-2015-12-07-143045.xls 12/7/2015 2:30:45 PM

Delete | Maove |




‘@@O‘ I‘—;"J = Computer = C$ (\\Client) (v:) =

- [{g” Search C§ (Y\Client) (v:)

. = Computer ~ C§(\\Client) (v:) - Users - - [@]I Search Users

Organize *  Mew folder = I@l
= Pictures ;I Name “ | Date modified Type ;I
Eh‘ideos o TIrIoTIOIo I T ToTereT

| Printer Drivers 11/30/2012 3:25AM  File folder

=% Computer J Program Files 12/14/2015 12:06 PM  File folder

(cw Local Disk (C:) ProgramData 3102015 12:33PM  File folder
i Local Disk (D:) | Python27 1/18/2013 3:32PM  File folder
s C0 Drive (E:) Recovery 11/30/2012 9:27 A
5o G (V\Client) (G:)

. R t 102772014 10:06
58 HS (WClient) (H:) Sportruns 1271
9 15 (V\Client) {12) J Seagull 12/4/2012 5:42 AM File folder
S® 58 (V\Client) (5:) | SWSETUP 11/30/2012 3:27 AM  File folder
5 D& (\\Client) (U:) System Volume Information 5/15/2013 12:31PM File folder
e o5 (chient) (V) 4/14/2015 1:43PM

File: folder

File name: I Ex-AbsenteeVoterslist-Lewis & Clark-2015-12-16-153246.xs

Save as type: IExceI Files(*.xls)

| Hide Folders | Open I

Cancel

‘G\ ;JV | . = Computer - C§ (\\Client) (V) = Users - CT1024 - - l@] I Search CT1024

Organize - Mew folder He= .@.
k= Pictures ;I Mame * | Date modified Type
B videos
. .idlerc 8/11/2015 2:08 PM File folder
1M Computer J .qgis 3/26/2013 3:38 PM File folder
—w Local Disk (C:) AppCata 1232012 1:56 PM File folder
—w Local Disk (D:) Application Data 12/3/2012 1:56 FM File folder
s D Drive (€2 4 Contacts 10/19/2015 12:21PM  File folder
& G (VClient) (1) Cookies 12/3/2012 1:56PM  File folder
Hg (\\Client) (H:) .
= ) 12/162015 7:53 AM  File folder
S 18 (\\Client) (I:)
5# 55 (V\Client) (5:) 4 Downloads 12(7/2015 12:05PM  File folder
5o D8 (\\Client) (U:) Favorites 10/19/2015 12:21PM  File folder
5 C$ (\\Client) (v:) # Links 10/19/2015 12:21PM  File folder

- =4l |

File name: | Ex-AbsenteeVoterslist-Lewis & Clark-2015-12-16-153246.xls

Save as type: IExceI Files(*.xls)

Save

\.# Hide Folders |

o
[
~

Organize *  Mew folder == = l@l
=] Pictures ;I Name “ | Date modified | Type
B8 videos
All Users 7/13(2009 10:53 PM File folder
18 Computer l CT1024 8/19/2015 1:01PM File folder
@ Local Disk (C:) Jctii44 12/3/2012 1:56 PM File folder
| Digk (D) | CT1154 12/20/2012 4:53PM  File folder
e ) Default 11/30/20122:27 AM  File folder
nt) (G:) Default User 7/13/2005 10:53 PM File folder
lient) (H:)
) | Public 11/30/2012 2:27 AM  File folder
o 15 (\WClient) (1)
& 58 (W\Client) (1) | s0s_admin 9/10/2015 12:31PM File folder
S DS (\\Client) (U:)
= 8 (\\Client) {v:)
. = [T | A
File name: I Ex-AbsenteeVoterslist-Lewis & Clark-2015-12-16-153246.xs ﬂ
as type: IExceI Files(*.xls) j
de Folders | Save | Cancel |

To save the file onto your computer:
1) Find the CS (\\Client)(V:)

2) Inthe window, double click on
the Users folder

In the Users folder click on the
folder named after how you log
into your machine

Double click on Desktop (this
should be your desktop)

Save the file here, or in the folder
on your desktop.

3)

4)

5)




You don’t have to use
The USERS folder the desktop folder, but
contains every account this will put the file right
that exists on your onto your desktop. This
workstation. makes it easy to find.

hm -

CS(\\Client)(V:) V:\USERS\YOURNAME\Desktop

\‘\f./ N’

This folder will vary for
This is by far one of the every user here. Look
most important parts of for the folder with the
exporting or saving a file name you use to log
out of MT Votes. If you into your workstation
save it anywhere else, with.
you’ll never find it.




The EX-EO1 contains the following fields:
* VoterID

* Tracking No

* Dist/Precinct Name

e BallotID

* RegistrantName
 DOB

* Residential Address
* Ballot Sent

* Ballot Received

* Precinct Code

e Split

* Ballot Style

* Voter Status

* Voter Status Reason
* Ballot Stage/Status
* Ballot Status Reason
e Ballot Number

* Ballot Type

* Ballot Issue Reason
* |ssue Method

e Election

Sent to Address
Send to City
Send to State
Send to Zip
Sent to Plus 4
Send to Country
Resent Date
Resent Address
Resent City
Resent State
Resent Zip
Resent plus 4
Resent Country
Absentee Type

- e




It’s not important that you know every single field on these exports, but seeing this
extensive list should give you a pretty good idea of what sort of questions you can ask
from this data.

Some example answers you could find out from this export:

All ballots in Prepared (Useful if you can’t close your election!)

All ballots received on a certain day

All ballots received on a certain day that were issued In-Person

All ballots received on a certain day that were issued In-Person that were in split
17.2

All Late Registrants that had an issue method of Mail (Hopefully 0!)

Average time it takes individuals in precinct 2 to return their ballot

How many absentee ballots were reissued or resent

How many UOCAVA ballots returned by Election day

These are countless other questions you can ask of the data, and the great thing about
this export as opposed to reports is that you can ask all these questions from one file.
Once you have the export sitting on your computer you can look at the data any way
you’'d like. It’s also a great snapshot of the time you ran this export.
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Handling Exports
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Example:
EX-EO1 Absentee Export

This part of the presentation will walk you
through the steps of:

e Removing and Filtering Data
* Printing an Export
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Opening the EX-EO1 Absentee Export

1st: Open the

N\SOSCLUSTER_VOL1_SERVERWOL1) (S:) ~ ELB - Statistical-and-DataTracking ~ Absentee& folder it i di
older It is savea in

Jurn  Mew folder \

Mame “ | Date modified | Type Size

| Absentee-Application-Sources-all-Types 1/4/2016 5:11PM File folder
@ Abzentee-Sources-Mo-Type-Mo-Status-01-04-2016. wdsx 1/4/2016 &:499 AM Microsoft Excel Wor... 11KB
@ all-statutes-all-0utputs-absentee List-Type-01-03-2016-26339 1. csv 1/3/2016 451 FPM Microsoft Excel Com... 96,310 KB

R F o W ] =

3rd: Right click
and click Open

(==l hya-01-04-2016-2 550

@.'5|||-Sta‘tl.ltes-.ﬁ.”-GLl‘h:lLIiE-AhSEI'ltEE{ist-Ty'pE-.ﬂ. al =l :
2"d: Click on the file name

EEI Test-EX-E01-2014-General-01-15-2016.xd=s

0 8:33 AM

My
Print




Opening the EX-EO1 Absentee Export

X

The file you are trying to open, Test-EX-E01-2014-General-01-15-2016.x1s', is in a different format than specified by the file extension. Verify that

the file is not corrupted and is from a trusted source before opening the file. Do you want to open the file now?

Yes Mo Help

15




Opening the EX-EO1 Absentee Export

2 x

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
{+ Delimited - Characters such as commas or tabs separate each field.

{" Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: | 1 3: File origin: 437 1 OEM United States ﬂ

Preview of file 5:\ELB\Statistical-and-DataTracking\Abs. .. \Test-EX-E0 1-20 14-General-01-15-2016. xls.

1l CountyVoterIDTracking NoDistrict/Precinct NameBallotIDEegistrantMName
2

2 Peaverhead3 D 0551051971710

4 Beaverhead4d JDER 03/02,1974

5 Beaverhead4d . MJBERT RICHRED 0Og
4

Cancel

16



Opening the EX-EO1 Absentee Export

Text Import W 2| x|

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.

~Delimiters —
¥ a6  The “Tab” box should already be checked by default; if not, click the box
|_ Semico =T TTEdl CONEECOIVE UEmTETS a5 orie
[~ Comma
I~ Space

[~ Other: I_

Text gualifier: I - j

—Data preview

ounty [foterID ’Ira:king No ’Diatri:t_fPre:im:t HName BallotID ant]ﬂ

eaverhead 527759714 JAS

eaverhead

(3
eaverhezad 4 5Z25213c4 ALEXE]
2




Opening the EX-EO1 Absentee Export

2 x

This screen lets you select each column and set the Data Format.
Column data format

{* General

~ Text '‘General’ converts numeric values to numbers, date values to dates, and all
X

remaining values to text,
(' Date: |MDY ﬂ Advanced...
{ " Do not import column {skip)

Data preview

egistrant]

Cancel < Back
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|
Raw EX-EO1 Absentee Export

(all data have been randomized and
do not represent actual voters)

Home Insert Page Layout Farmulas Data Review View Developer Add-Ins Acrobat

A0 0D 3 BE¥E-a@Yin B & B QS

From From From From Other Existing Refresh “, Sort Filter 7, Textto Remove Data Consolidate What-If Group Ungroup Subtotal
Access Web  Text Sources~  Connections | Allx = @ Advanced | Columns Duplicates Validation ~ Analysis * - -

Get External Data Connections Sort & Filter Data Tools Outline
H9-c- Qa0 =
A3 f | Beaverhead

A B C D E F G 1 i) K L M N o P Q R
County VoterlD Tracking h District/P1BallotiD  Registrai DOB Ballot Sen Ballot Rec Precinct C Split Ballot Styl Voter Stat Voter Stat Ballot Stag Ballot StaiBallot Nur Ballot Typ Bal|

Beaverhe: 41119 16 PRECINCT 4.53E+08 STRAHL, 11/4/1996 #15 KENDM s s PREC_0L 1 Active Processed/Acceptec 2 Original
Beaverhe; 50774 2360 PRECINCT 4.53E+08 DUNN, C 11/4/1996 #1 ARENA SRR S PREC_D1 1 Inactive  Undeliver Pmcessed/Aueptec 266 Original
Beaverhe: 457773 2048 PRECINCT 4.53E+08 AMUNDS 11/4/1996 #1 CHIEF \ #is#in #i#s PREC_01 1 Active Processed/Acceptec 231 Original
Beaverhe: 554454 2298 PRECINCT 4.53E+08 BRUMBA 11/4/1996 #1 SPRING ##s##i #i#it# PREC_01 1 Active Processed/Acceptec 258 Original
Beaverhe: 577746 2373 PRECINCT 4.53E+08 GRUBB, ! 11/4/1996 #2 BAD EY s S PREC_D1 1 Inactive  Undeliver Pmcessed/Aueptec 268 Original
Beaverhei 718243 2018 PRECINCT 4.53E+08 HUR, ME 11/4/1996 #2 BAD EY ##si #ift PREC_01 1 Active Processed/Acceptec 227 Original
Beaverhe: 1120629 17 PRECINCT 4.53E+08 MULLEN, 11/3/1996 #2 JUDGE | ######i s PREC_OL 1 Active Undeliverable 3 Original
Beaverhe: 1124522 18 PRECINCT 4.53E+08 YOUNG,/ 11/3/1996 #2 JUDGE | ###t4 Stsssiss PREC_01 1 Active Processed/Acceptec 4 Original
Beaverhe: 1124597 19 PRECINCT 4.53E+08 STOREY,, 11/3/1996 #2 KENNE| ##s##td st PREC_01 1 Active Processed/Acceptec 5 Original
Beaverhe: 1124608 20 PRECINCT 4.53E+08 PETERSO 11/2/1996 #23 HIGHV ##s #isut PREC_0L 1 Active Processed/Acceptec 6 Original
Beaverhe: 1124698 21 PRECINCT 4.53E+08 BUENRO 11/2/1996 #3 SWEDE st sttt PREC_01 1 Active Processed/Acceptec 7 Original
Beaverhe: 1124764 22 PRECINCT 4.53E+08 WORREL 11/2/1996 #10 LOG H ##s##itg st PREC_01 1 Active Processed/Acceptec

Beaverhe: 1124801 23 PRECINCT 4.53E+08 SINGER,/ 11/2/1996 0 LEDGER ####Hi i PREC_0L 1 Active Processed/Acceptec

Beaverhe: 1124835 24 PRECINCT 4.53E+08 HATFIELL 11/2/1996 0 BALLAN st Sttt PREC_01 1 Active Processed/Acceptec 10 Original
Beaverhe: 1124533 25 PRECINCT 4.53E+08 HAGGET 11/2/1996 0 BOARDII St #ussust# PREC_01 1 Active Processed/Acceptec 11 Original
Beaverhe: 1124573 2235 PRECINCT 4.53E+08 DUMKE,/ 11/2/1996 O CHIEF M ##s#i #i#s# PREC_0L 1 Active Processed/Acceptec 251 Original
Beaverhei 1124590 26 PRECINCT 4.53E+08 HUFFAKE 11/1/1996 0 CUT BAN S #is PREC_0L 1 Active Processed/Acceptec 12 Original
Beaverhe: 1124624 27 PRECINCT 4.53E+08 NORRIST 11/1/1996 0 DEATH R ##s##itig st PREC_01 1 Active Processed/Acceptec 13 Original
Beaverhe: 1124625 28 PRECINCT 4.53E+08 HIGGINS 11/1/1996 0 EAGLE Ri ##i #isi PREC_0L 1 Active Processed/Acceptec 14 Original
Beaverhei 1124782 29 PRECINCT 4.53E+08 GREITLA 11/1/1996 0 ESSEX ES ###in s PREC_01 1 Active Processed/Acceptec 15 Original
Beaverhe: 1124739 30 PRECINCT 4.53E+08 KEHRER, 0 HAYSTA( PREC_01 1 Active Processed/Acceptec 16 Original
Beaverhe: 1124816 31 PRECINCT 4.53E+08 MULAR,£ 0 HAYSTAC PREC_01 1 Active Processed/Acceptec 17 Original
Beaverhe; 1124850 32 PRECINCT 4.53E+08 ROBERT: 0IN TOWT PREC_01 1 Active Processed/Acceptec 18 Original
Beaverhe: 1124878 33 PRECINCT 4.53E+08 BERRY,A 0INTOWT PREC_01 1 Active Processed/Void 19 Original
Beaverhe: 1124873 2257 PRECINCT 4.53E+08 BERRY,A 0IN TOWE PREC_01 1 Active Processed/Acceptec 256 Reissued Spc
Beaverhe; 1124899 34 PRECINCT 4.53E+08 NELLIS,A 0IN TOWT PREC_01 1 Active Processed/Acceptec 20 Original
Beaverhe: 1124955 35 PRECINCT 4.53E+08 STOREY,/ 01N TOWT PREC_01 1 Active Processed/Acceptec 21 Original
Beaverhei 1124360 36 PRECINCT 4.53E+08 CLARK,A 0INTOWT PREC_01 1 Active Processed/Acceptec 22 Original
Beaverhe; 1124995 37 PRECINCT 4.53E+08 DUMKE,/ 0IN TOWT PREC_01 1 Active Processed/Acceptec 23 Original
Beaverhe: 1125009 38 PRECINCT 4.53E+08 GIUDICI,. 0 IN TOWF PREC_01 1 Active Pmcessed/Aueptec

Beaverhei 1125011 39 PRECINCT 4.53E+08 THROCKI 0INTOWT PREC_01 1 Active Processed/Acceptec 25 Original
Beaverhe; 1125021 40 PRECINCT 4.53E+08 FRIESZA 0IN TOWT PREC_01 1 Active Processed/Acceptec 26 Original
Beaverhe: 1125056 41 PRECINCT 4.53E+08 CLARK,A 01N TOWT PREC_01 1 Active Processed/Acceptec 27 Original
36 Beaverhe: 1125109 42 PRECINCT 4.53E+08 HUSTED, 0INTOWT PREC_01 1 Active Processed/Acceptec 28 Original
37 Beaverhe; 1125160 43 PRECINCT 4.53E+08 WHEELEF 0IN TOWT PREC_01 1 Active Processed/Acceptec 29 Original
38 Beaverhe: 1125164 44 PRECINCT 4.53E+08 STRAUGH 0IN TOWT PREC_01 1 Cancelled Deceased Processed/Acceptec 30 Original

39 Beaverhei 1125194 45 PRECINCT 4.53E+08 WOFFOR 0IN TOWT PREC_01 1 Active Processed/Acceptec 31 Original
4 4 » ¥| Test-EX-E01-2014-General-01-15- ¥

Ready | 23 | |[E8|E [ 1003 (=) [}

(GO RN N7 RSN




Notice there is a blank Row 2; select
this and delete it as directed below.

4
A

g Home Insert Page Layout Formul

ﬁ 3 =) | | pm
Al @ =52 =1 =13 %]

From From From From Other Existing Refres
Access  Web Text Sources - Connections All -

Get External Data
o9~ G abe (0B =

Calibi ~ 11 ~ A A7 $§ - % » [

. - E
B J=H-A- %8 %8
. H (ke Y14 — f—] o N
1st: Left click on the “2” to ] 1 COUlry — worerre it rasng e v o0
2 |
m— Cut
select Row 2 3 Beay ‘*‘ y 16 PRECINCT 4.53
3 Copy
4 Beay = =P 2360 PRECINCT 4.53
5 Bea Paste Options:  ,n18 PRECINCT 4.53
6 Bea 2298 PRECINCT 4.53
7 Bea 2373 PRECINCT 4.53
g Bea 2018 PRECINCT 4.53
Insert
9 Bea . .
10 5eal 2e< 2"9: Right click and choose Delete
11 Beay Clear Cont 19 PRECINCT 4.53
12 |Beay &' Format Cells... 20 PRECINCT 4.53
13 |Beay Row Height... 21 PRECINCT 4.53
14 Beay Hide 22 PRECINCT 4.53

15 Beay Unhide 23 PRECINCT 4.53




This is how EX-EO1 will look after
deleting the blank row 2. You will
notice that some of the columns are
not wide enough to fit the contents

Home Insert Page Layout Formulas Data Review View Develol Add Acrobat & \) o B 22
] =h 2 2! o (&) Connections | 557 = = — % i) B @ :J 2
RE RS lE S El +/ [32] = 5 = bR B T K8 B
From From From From Other Existing Refresh ';;L Sort Filter 7 jtto Remove Data Consolidate  What-If Group Ungroup Subtotal B
Access  Web Text Sources Connections All - i anced umns Duplicates Validation = Analysis ~ w7 ~7
= 9 - 3, abe g <
Al - f< | County \ ’ \ } v
A B C D E F G H I ] K L M N 0 P Q R 5 -
1 |County MnoterlD  Tracking b District/PrBallotlD Registrai DOB Ballot Sen Ballot Rec Precinct C Split Ballot Styl Voter Stat Voter Stat Ballot Stag Ballot Stat Ballot Nur Ballot Typ Ball
2 Beaverhe; 16 PRECINCT 4.53E+08 STRAHL, 11/4/1996 #1S KENM st ##tH#E## PREC 01 1 1 Active Processed/Acceptec 2 Original
3 |Beaverhe; 2360 PRECINCT 4.53E+08 DUNN, C 11/4/1996 #1 ARENA HuHH#iff #ss PREC_0L1 1 1 Inactive Undeliver Processed/Acceptec 266 Original
4 Beaverhe; 2048 PRECINCT 4.53E+08 AMUNDS 11/4/1996 #1 CHIEF \ S8t #i#Hs PREC_01 1 1 Active Processed/Acceptec 231 Original
5 Beaverhe; 2298 PRECINCT 4.53E+08 BRUMBA 11/4/1996 #1 SPRING ##H###i##H s PREC_01 1 1 Active Processed/Acceptec 258 Original
6 Beaverhe; 2373 PRECINCT 4.53E+08 GRUBE, I 11/4/1996 #2 BAD EY HEHEHSEH HEHSHEE PREC_01 1 1 Inactive Undeliver Processed/Acceptec 268 Original Cou
7 Beaverhe; 2018 PRECINCT 4.53E+08 HUR, ME 11/4/1996 #2 BAD EY #&s####s #usg#us PREC_01 1 1 Active Processed/Acceptec 227 Original
Do oo e b B 0T e o 1 ol WL~ T W T 2N W [ NI =N 11/ hnoﬁ Ha oo | opoc 01 1 1N Lo ol ook Scigical
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Widening
Columns

>


http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiKh6TW9L3KAhVT42MKHUFwA3wQjRwIBw&url=http://jobmap.queenslibrary.org/node/125&bvm=bv.112454388,d.cGc&psig=AFQjCNGFB7719lU8z13cwZxtJb58tzL1xw&ust=1453569005220067

To widen a column so that you can see
all of its contents, position the mouse
over the line between the columns so
that the cursor becomes a double
black arrow, then left click, hold, and
drag the arrow to the right

>
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http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiKh6TW9L3KAhVT42MKHUFwA3wQjRwIBw&url=http://jobmap.queenslibrary.org/node/125&bvm=bv.112454388,d.cGc&psig=AFQjCNGFB7719lU8z13cwZxtJb58tzL1xw&ust=1453569005220067

For example, in the first screen shot below,
the DOB column data is not completely
visible, while in the second screen shot the
column has been widened by clicking and
dragging the double arrow to the right

DOEB 4+> > DOB
T 9/10/1971
"""" 4/10/1972
ooohoohn 7/11/1954
8/2/1950|
il 2/12/1934
' 7/9/1968
Efzﬂ e 1/24/1955
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To choose all columns, click the icon in
the corner between the first row number
and first column letter

]
Iﬁ Home Insert Page Layout Formulas Data Review
_I'i'l _.\1 _1 _3\ _51 ﬁ _QJC:unnectl:uns ?l L
_F|'-:um FI'::IITI From From Other E:cistin_g Re_fl'esh -;il 50|
Access  Web Text Sources Connections All -
(= 9 - 3, abe off
Click here to select M f« | County
A B | ¢ | o | e | F | &
a " COIU mns 1 |County WoterlD Tracking b District/P1 BallotlD Registrai DOB
2 |Beaverhe; 16 PRECIMCT 4.53E+08 STRAHL, 11/4/199
3 |Beaverhe; 2360 PRECINCT 4.53E+08 DUNN, C 11/4/199
4 |Beaverhei 2048 PRECINCT 4.53E+08 AMUND: 11/4/199
5 |Beaverhe 2298 PRECINCT 4.53E+08 BRUMBA 11/4/199
6 |Beaverhe; 2373 PRECINCT 4.53E+08 GRUBB,! 11/4/199
7 |Beaverhe; 2018 PRECINCT 4.53E+08 HUR, ME 11/4/199
8 |Beaverhe; 17 PRECIMNCT 4.53E+08 MULLEN, 11/3/199
9 |Beaverhei 18 PRECINCT 4.53E+08 YOUNG,! 11/3/199
10 |Beaverhe: 19 PRECINCT 4.53E+08 STOREY,, 11/3/199
11 averhe: 20 PRECINCT
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Hover your mouse between any two
columns until you see the double arrow,
then double-click the left mouse button.
You will see that all of the columns have

been widened to fit the data.

Home Insert Page Layout Formulas Data Review Wiew Developer Add-Ins Acrobat & \_) o 2 R
g L ) = [0 Connections T2 % == = .QEI vﬂl’ ~‘£J QJ :
Al =@ = = = ﬁ 2l Z|A =] =2 J:, L L + =
From From From From Other Existing Refresh ALL Sort Filter T Textto  Remove Data Consolidate Group Ungroup Subtotal -
Access Web  Text  Sources~  Connedtions All+ [ Advanced | Columns Duplicates Validation ~ ~? ~?
Get Externa Sort Taols Outline
Hw9- 4 ake O ] =
.
Al - = | Count 7
= cnty/” Pytting the cursor between two columns and
A B C -
L .o .
1oy vererio rackingno N Jouble clicking widened all the columns at once
2 Beaverhead A101C 16 PRECIN K RD, BABB, MT 59411
3 |Beaverhead 2360 PRECINCT 452921364 DUNN, CATHERINE J 11/4/1996 #1 ARENA RD, EAST GLACIER PARK, MT 59434
4 Beaverhead 2048 PRECINCT 01 452894889 AMUMNDSON, MARTIN N 11/4/1996 #1 CHIEF MTN HWY, BABB, MT 59411
5 Beaverhead 2298 PRECINCT 01 452916509 BRUMBAUGH, MARY TIFFT 11/4/1996 #1 SPRING HILL RANCH ROAD, BROWNING, M
6 Beaverhead 2373 PRECINCT 01 452922683 GRUBE, MATTHEW 11/4/1996 #2 BAD EYES RD, BLACKFOOT, MT 59417
7 |Beaverhead 2018 PRECINCT 01 452890510 HUR, MELANIE 11/4/1996 #2 BAD EYES ROAD BLACKFOOT, BROWNING,
8 Beaverhead 17 PRECINCT 01 452779774 MULLEN, SANDRA ) 11/3/1996 #2 JUDGE ROAD, BABB, MT 59411
9 Beaverhead 18 PRECINCT 01 452779778 YOUNG,A 11/3/1996 #2 JUDGE ROAD, ST. MARY, MT 59417

10 Beaverhead

I L .

13 PRECINCT 01

452773791 STOREY,A

i e e B

11/3/1996 #2 KENNEDY CREEK RD, BABB, MT 59411

EENLELT.T il

EELY T

Er T T e et
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Filtering the Export

IZ]lE.;-:Is [Read-Only] - Microsoft Excel o e E2
|ns Acrobat A J o R &2

- eneral . Eﬂ] _ﬁd —‘aﬂ: ﬁ_u :]',\ Eﬁ.ut-:uﬂunn%? }}

§] Fill -

$ - o s *:-D-g _;'3"3 Conditional Format  Cell [nsert Delete Format Sort & | Find &
Formatting = as Table * Styles = v v v o Clear~ Filter = |Select =
Number Styles Cells I -H Sort Ato Z

il sotzton
EI Custom 5ort...

-
Gl
Ti"'

Filter

RegistrantMame DOB Residential Addracs
Filter {Ctrl+Shift+L)

T A




Filtering allows you to view only the
data that you want to view. To filter
the list, on the Home tab choose the

selections below (or place your cursor
in the first cell and hit CTRL-SHIFT-L).

016.xls [Read-Only] - Microsoft Excel = B 23
Acrobat £ \j = BE &3
| , , = = E— = il - [ A
eeeee E oo . A7 &
=l | 1%t: Click on Sort and Filter L
$ - 9 s +ﬁg *ng Conditional - Sort & Find &
Farmatting = as Table = Styles = = v v o2 Clear Filter = | Select ~
Muml Styles Cells | %l Sort Ato Z
2] sortztoa
ﬁ Custom Sort...
1
F | “W=| Filter [
kegistrantName DOB Residential = |
Filter (Ctrl+5hift+L)
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You will see that each column now has
a gray box with a down arrow in the box

A E
1 County v Notice the grey down arrows v
2 Beaverhead 1119 STRAHL, CALLIE JO 1
3 Beaverhead DUNN, CATHERINE | 11/4/1996
4 Beaverhead AMUMNDSON, MARTIN N 11/4/1996
5 Beaverhead BRUMBAUGH, MARY TIFFT 11/4/1996
6 Beaverhead GRUBB, MATTHEW 11/4/1996
7 |Beaverhead HUR, MELANIE 11/4/1996
8 Beaverhead MULLEN, SANDRA J 11/3/1996
9 |Beaverhead YOUNG,A 11/3/1996
10 |Beaverhead STOREY,A 11/3/1996
11 Beaverhead PETERSOM, A 11/2/1996
12 Beaverhead BUEMROSTRO,A 11/2/1996
13 Beaverhead WORRELL,A A 11/2/1996
14 Beaverhead SINGER,A A DIl 11/2/1996
15 Beaverhead HATFIELD,A ALLAN 11/2/1996

- e



Let’s say that you only want to see
Undeliverable ballots. Scroll over to the Ballot
Stage/Status column, then do the steps below.

/1

Lt | m | ~n [ o | P [/ 15t: Click on the Filter arrow for

Split E| Ballot E Voter Status Woter Ballot Stage/Status
1 1 Active [ 41 ;mmjﬂz \ the Ballot Stage/Status column
1 1 Inactive%| sortZtoA
1 1 Active Sort by Color »
1 1 Acti T
ve B | Clear Filter From "Ballot Stage/Status’
1 1 Inactiv ) . \
1 1 Active Filter -hy Caolar
1 1 Active Text Filters »
1 1 Active |Search A
1 1 Active -] (Select Al
1 1 Active -] Cancelled Void
1 1 Active g PFEF'EFESN ;
. --|_| PreparedMoi
1 1 ACt!VE -] Processed/Accepted
1 1 Active -[_|Processed/Rejected
1 1 Active -] Processed Void
1 1 Active --[_|ReceivedfAccepted
1 1 Adtive -1 ReceivedVoid
-[]Sent
1 Ive ~[SentVoid 2"d: Uncheck the boxes so that only
1 eliverable
(g ’ . .
1 N 2 G Oundeiverabeody the Undeliverable box is checked
1 1 /
1 1 Active
1 1 Active
1 1 Active o |
1 1 Active —
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E——————————————————————————————————————————————
Before you begin applying filters, to easily
see the Voter IDs, you can “freeze” the
applicable columns. The steps below will
freeze the columns to the left of, and the
row above, the selected cell.

@ Test-EX-E01-2014-General-01-15-2016.x15 - Microsoft Excel
E Home Insert Page Layout Formulas Data Review Developer Add s Acrobat
N - - 3 split -
|3 2": In the View menu, click Freeze Panes gas - H
Mormal| Page Page Break @—Cu T T T I fie | Freeze | ) Sawve
Layout  Preview Views Screen Selection | Window Al Panes = O Unhide Workspa
Workbook Views Show Zoom Freeze Panes
= e Keep rows and columns visible while the rest of
L‘E‘ -~ _:’., abe Eu T 3rd- Choose the Freeze Panes option the worksheet scrolls (based on current selection).
cz2 - Freeze Top Row
Keep the top row visible while scrolling through
A B C D E the rest of the worksheet,
1 County = |WoterlD| > | Tracking I ~ | Dj
2 |Beaverhead a1119 16K 15t: Put your cursor here to freeze the data to the left and above it
3 |Beaverhead 50774 2360 PR CT oL BIITITO0 DOTae, SR TTICNE 1 TIrarIos
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Now when you scroll over, it will keep
Column A and B as the first columns, even
though they would otherwise not be visible as
you scroll across, and it will keep Row 1 as
the first row when you scroll down.

@ Q Ae that even though you have scrolled across to

») see Column I, you can still see Column A and B. Also,
1o “’ R 15 — E‘ \ the top row will always be visible as Id cn
2 |Beaver head 1ufﬁfznl4l P y you Scro own.
3 |Beaver head 11;’3;’201-’-1 11 PREC_01 1 1 Inactiv Undeliverable Ballot
4 Beaver head I 10/10/2014 10/15/ PREC_01 1 1 Active
5 Beaver head | 10/30/2014 10/31/201 PREC_01 1 1 Active
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Changing the Filters

(Select All)
Cancelled Moid
Prepared
Prepared\Void
Processed/Accepted
Processed /Rejected
ProcessedVoid
Received/accepted
Received NVoid

Sent

SentNoid

FatLindeliverable

Undeliverable MVoid

ZHE Cancel

Search

[v] (Select All)
CancelledVoid
Prepared

-[#] Prepared Void

-[#] Processed fAccepted
-[#] Processed/Rejected
+.[#] Processed Void
Received/Accepted
ReceivedVoid

Sent

SentMoid
Undeliverable

.| Undeliverable foid

DK

Cancel
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Let’s choose only people issued a ballot the day
before election day. First, remove the
Undeliverable filter from Ballot Stage/Status

It | N 0 [/ 15t Click on the Ballot Stage/Status arrow to
ETSEI:?EBa"mmge’fﬁat”s x change the filter options
Z} sortZtoa

-F:UI"L by Color ]

%  Clear Filter From "Ballot Stage/Status”

Filter by Colar 3
Text Filters 4

I Search /" 2n: Click on “Select All” so that you can see all Ballot

[ (Select All
-Mcanceledpody - Stage/Statuses rather than just Undeliverable
- [+] Prepared

-] PreparedVoid

-] Processe dfAccepted
-[#] Processed Rejected
-[+] Processe dVoid

- [¥] ReceivedfAccepted
- [#] Received Woid

-[#] Sent

- [v] Sentfvoid

-[+] Undeliverable

-] Undeliverable fVoid

3rd: Click OK S oK | Cancel |

ﬂ/
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Now click on the Ballot Sent column filter arrow,
click the Select All box to remove all checks, then
check only the box for November 3.

-] A__| 8 ! }/1-“]: Click on the Ballot Sent

1 [County  [+|voteriD[~|BallotSent [+
& ] sort Oldest to Newest arrow
32| sort Newest to Oldest \
Sort by Color b
B | Clear Filter From "Ballot Sent’
Filter by Color 3
Drate Filters
|Search (All / 3
L ~msdecald 2Md: Unclick the Select All Box
1 - 2014
--|:| September
1 --DD:tober
-] November
1 3rd: Only check the November 03 box
4th: Click OK oK Cancel |
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Now you can see only people who were
iIssued a ballot November 3, the day before
election day.

//

y 4

A
1 County

B
* | VoterlD -

|
Ballot Sent |-T

3 Beaverhead
1ie Boavorboad

Only ballots issued the day before

election day will be showing

AU TDEdYETTNT=Eald

210 Beaverhead
273 Beaverhead

11/3/2014
11/3/2014
11/3/2014
11/3/2014
11/3/2014
11/3/2014

11/4/2014 PREC 01
11/3/2014 PREC 01
11/3/2014 PREC_01
11/3/2014 PREC_01
11/3/2014 PREC_01
11/4/2014 PREC 01

(This icon shows that a filter has

been applied to the column

3

6




I —
If at any time you want to remove the filter in
order to see all of the ballots, select the Home
Tab and repeat the steps below that you used

in order to create the filter.

016.xls [Read-Only] - Micrasoft Excel = & I3

Ins  Acrobat o) oP R

N ) : = . = 2 Autod™~p - ;i
e %ﬂ 15t: Click on Sort and Filter > zZ ( JI}

§ « 9% *,'.:'.E: ;.';.'ﬂ Conditional F Sort & | Find &
Filter = Select =

Formatting = as Table = Styles - d * - £ Clear
| 4] sortAtez
%] sotztoa

ﬂ Custom Som...

£ | 2": Click on Filter to remove the Filter = Filter

RegistrantName ~ DOB * Residential Addrac
| Filter (Ctri+Shift+L)

I T A



Printing the Export

7]

Home Insert Design Transitions Animations Slide Show Review View
H Save
Print
Save As @3 ittt aleieiete ettt ittty
Copies: |1 -

T Save as Adobe PDF

Print
ﬁ Cpen

CF Close Printer (0]
Info ﬂﬁ SOSHPELECTIONS on ipp://10192.231.225 -
=@, Ready
Recent Printer Properties
Settings
MNew .
= Print All Slides -
IE Print entire presentation
Slides: (6]
Save & Send

I:I Full Page Slides .

Print1 slide per page

Help

I_ Print One Sided
Options E -

Only print on one side of the page
B4 Exit

—, Collated
EE -
123 123 123

E Grayscale -

Edit Header & Footer
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e

If you want to print only the information for
people who were sent ballots before election
day, you can hide any columns you don’t want
to print.

AL DOCoIBLST Ol

o i e

ey == P -
C D
. | — - | B = M- A - I
Tracking No District/Precinct Name Balle.._ .. __._._. . .- ._
16 PRECINCT 01 45277 ';ﬁt*“ R
2360 PRECINCT 01 4529 ‘5 =
PRECINCT 01 4528 2 LoPY
PRECINCT 01 5 (13 PasteOptions:
. CINCT 01 4529 =2 =g |l
Select the Columns to hide by left o o1 = - j:’/ |
. . . dste apecial...
clicking a column letter, holding the 01 1527 -
. Inse
left mouse button, and scrolling 1 4527 e
Delete
over the Column letters such as “C,” 01 4527
Clear Contents
“D” and “E.” CTO1 A527
! : ECINCT 01 4527 5 Format Cells...
PRECINCT 01 A527 Column Width...
23 PRECINCTO1] Right click and choose Hide. Hide
24 PRECINCT 01 527 Unhide

-



Warning! These instructions are for formatting
an Export for printing. If you are formatting an
Export for emailing or otherwise providing
electronically, and you do not wish to include
certain columns, select and delete them rather
than hiding them

2369 PRECINCT 12 £
2358 PRECINCT 12 EE]
2350 PRECINCT 14 Fed
2362 PRECINCT 14 =3 %/ =
2349 PRECINCT 14

ot IR N = N T T

2359 PRECINCT 14 P
2345 PRECINCT 14 I
2361 PRECINCT 02 Delete
2365 PRECINCT 02 C
2341 PRECINCT 02 e
2342 PRECINCT 02

2366 PRECINCT 02

2363 PRECINCT 02

2370 PRECINCT 23

Right click and choose Delete if you do not want to
include certain columns when sending an Export.

[T T = ¥
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Next, in order to make your columns fit on one
page, in the Page Layout menu, click on the
small arrow in the bottom right hand corner.

=F 23 (] Test-EX-E01-2014-General-01-15
F aﬂ 15t click here Page Layout | Formulas Data Review View Developer Add

‘ﬁa jnﬂ?'ﬂ“' i %ﬂ] “Tr:] @ h% ;ﬁ| = \idth:  Automatic ~

ants v éﬂ Height: |Automatic -
Themes Margins Crientation Size Print Breaks Background, Print "
- @ F_ffECtS h - - - Areg T - itles @ SCEIE: lﬂﬂ% -
Themes Page 5 2nd: click here ra Scale to Fit F
H9-c-ROfff = 4
Al - (= % | voterlD
A E | F |
1 |voteriD| ~ |RegistrantName E|DGE |~ | Residential Address
———
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In the Page Setup menu that appears,

choose to fit your data to 1 page wide by
[blank] pages tall.

Page Setup 2 x|
__________ F‘ QE| Margins I Header [Footer I Sheet I
Orientation
%" Portrait " Landscape
Scaling
i Adjustto: |62 =2 =% norma | size
{* Fit to: |1 5‘ page(s) wide by I 5‘ tall
N J/
— 4=
ality:
i0e nurmbs to
4 ©
% b 2
i o o




E——————————————————————————————————————————————
To repeat the header rows at the top on

each page of your printout, click on the
Sheet tab, click in the “Rows to repeat at

top:” area, and choose the first row.
4

A B F G
1 [county  [~[votenD[-JRegistrantName " """""T-Ipop [~ Residential Address € 2"d: Click on Row 1
3 Beaverhead pro T Page Setup 2x
106 Beaverhea .
128 peaverhea 1°t: Click on Sheet tab
165 Beaverhea Print area: | Esl |
210 Beaverhead | Print titles

273 Beaverhead
427 Beaverhead
445 Beaverhead

Bows to repeat at top:

ore 3rd: After clicking on Row 1, this information
will autofill, or you can enter it manually

Columns to repeat at left:

584 Beaverhead |

599 |Beaverhead I™ Gridines \ Comments: I[Nl:une) j
616 Beaverhead [ Glack and whe Cell errors as: Idisplayed j
659 Beaverhead I Draft quality -

712 |Beaverhead [~ Row and column headings

925 Beaverhead Page order

1026 Beaverhead & Down, then over

1027 Beaverhead " Oer, then down

1034 Beaverhead

1100 Beaverhead

1102 Beaverhead

1267 Beaverhead Print... I Print Preview | Options. .. I

1490 Beaverhead
1617 Beaverhead

U LT

o]

Cancel |
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Next, within the Sheet tab, click on Print
Preview.

Page I Margins I Header/Footer ~ Sheet |
Print area: I Eﬂ
Print titles

Rows to repeat at top: |51: &1 E’ﬂ
Columns to repeat at left: I E’ﬂ
Print

™ Gridines Comments: I[Nu:une]l j
F g:{;::ilﬁite Cell grrors as: Idisplayed j

[~ Row and column headings

Page order

" Down, then over
" Over, then down

Choose Print Preview from within the Sheet tab S print Preview | _ Optons... |
V OK I Cancel |

| 44 |



You will notice that there are too many columns
in the Export to print. To help with this, go to
your document and select only the columns

that you want to print.

gFi Test-EX-E01-2014-General-01-15-2016.xls - Microsoft Excel
'_ﬁ Home Insert Page Layout Farmulas Data Review View Dreveloper Add-Ins Acrobat
=& cut ibri T A s == e | S . HeE ' | Fam T [gj| I Autosum~
23 Copy - Calibri 11 A A =|=| ¥ = Wrap Text General _‘:[_lé:_; —&fj _A.-,jj == == _DJ j -
Paste . B F U~ - e A EE=E = wad Merge & Center = | % = 9% €0 ;00 Conditional Format Cell Insert Delete Format
- < Format Painter = — =2 Merg ¢ 8 = Eormatting * as Table = Styles~ 5 > > 7 Clear =
FE Y I K
£ &
- Click on only the columns that you want to print H
1 |County / <
3 |Beaverhead DUNN, CATHERINE J 11/4/1996 #1 ARENA RD, EAST GLACIER PARK, IVMB‘B*I
106 |Beaverhead GEEA T 10/17/1996 0 IN TOWN, HINGHAM, MT 59528
128 |Beaverhead GUSTINE,AARON 10/12/1996 0 IN TOWN, INVERNESS, MT 59530
165 |Beaverhead OBER,AARON 10/6/1996 0 IN TOWN, KREMLIN, MT 59532
210 |Beaverhead SERNA AARON 9/30/1996 1 BEAR DR, GREAT FALLS, MT 59404
273 |Beaverhead CLARK,AARON H 9/21/1996 1 CEDAR CT, ENNIS, MT 59729
427 |Beaverhead WILLS,ABBRAH J 9/3/1996 1 LATIGO LN, BUTTE, MT 59701
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I
Go to File, Print. Under Settings, choose Print

Selection to only print the columns that you
selected.

Test-EX-E01-2014-General-01-15-2016.xls - Microsoft Excel

1St- Click on File Data Review View Developer Add-Ins Acrobat
L]

H Save
Print
E Save As J;;J
. : Copies: 1 z

Save as Adobe PDF

|— Print
= 6
= PEn
L' Close Printer i S
- v
Info S on ipp://10.192.231.225 =

wumimme
uymme

zame

=infme

HawEee

EL ot = wT=om

aaamne DS LN, TS NPS OM MALS, 1
eizaime
wizyme
eawiEne =
wiumme o

Recent Printer Properties

Print Selection
-

Only print the current selection

Print Active Sheets
Save & Send JJ COnly print the active sheets
Print Entire Workbook
Help Print the entire workbook

z] Options Print Selection 3rd: CIiCk On Print Selection tO

== Only print the current selection

B ex only print the selected columns

Py
Letter e
g M .
8.5"x11 -
sgre
sanen
- .
P

Pt
sgre
#| )% Fit All Columns on One Page - il
7 Shrink the printout so that it is one page wide o
g
Page Setup il
P

Normal Margins
— Left: 0 Right:

sizafmee




You will notice that the font sizes are quite
small. To help with this, under Portrait
Orientation, choose Landscape instead.

Test-EX-E01-2014-General-01-15-2016.xls - Microsoft Excel
n Home Insert Page Layout Formulas Drata Review View Developer Add-Ins Acrobat &
Q Save
Print
Save As @ o
Copies:
T, Save as Adobe PDF .
3 Print ;
Ty VelerD g ar{ e k= 3 inl Ao alletzert
H Open P ST DUNM, CAH e | TA/EID 7L AT A D, ZAITOILACE T TR, T M T I
S vrioad nZDe aELAT I0A7ATIE OM TOWN, AMSHAY, VT3 nsm
il aeoa TR GuITaE AT I M TOWN, MV T, T 2R D n I
CF Close Printer ittt =
CTTTTrrTTrTrn Sea vt ASMIITM CATSRRION o nAI
N e TNz WS Ame IR TATIOC LN, ST, AT IR T
Info ] SOSHPELECTIONS on ipp://10.192.231.225 mavcha TEAD meMAs E am3/mae 3 MRLAT, ST, AT T na
avchal T STDATASTAAM AT a3/mae 35 o, ML O T v
<a, Ready Twotoal TEET STAAATACA 33/mE 3 B S, AT AL, T T na
e P Tmms svmazAds HaTe I TUMILEAEED T, O, AT T T
. . S vrioad IO WONETTION A0AM AT 1WND SO0 AN, RO TICK AT IR nam
Recent Printer Properties avohoat  ASMIIN HCACNEAIN LI M W, T o T B
S vrioad T CUATS AN WESLET RTINS 3T, AMATOGE 2, MT IO ns
R P Tz wmssTee s SI395 10 NTUNTAM NERDDWS LY, THCAPSON AL, MTIZI naIa
Settmgs P Tz wosdnNE BI3EIE T NDUNTAN NEADDWS LY, THDAPION PALLS T3 I
MNew A mavchal ITEe wrvaANATENE 3 e1/mas mCANLY, Siwm AT v
S vrioad IR 20T DALEDT AN Ao B3/998 10 FTWRISS DETIANE DN, D00M, NT I nsm
- - S vrioad ICDUZESS 2O DS AAN SAAE9E W ATMISNCES CT, COLITRR, AT S ns
Print Selection . et T oasNT T 203 AT % AT T v
. . S vrioad TUZRED WAL LA BT WD = SATATWAT 3T, SUTTE, NT 0L nsm
Only print the current selection nyze
nAE
Pages: Tt = Bl
Save & Send oz
. Print One Sided N np
Ny
. - nAI
Help Only print on one side of thg page i g
Coll d 123/m90 XD WAMIT, DT L0002 MTIITZ nsm
ollate L4 T WONTAMA AV, LA, T 204 nAI
Options E"——E sy
123 123 123 ny
nam
. Ny
a Exit & Sap— . ° BT
Portrait Orientatiol saan i
Spton nsm
Sptoe L ns
sgtre S " naI
[ Syt o nAI
Portrait Orientation St ’ nam
Sptoe Lo nAI
Spton E nsm
Spton E nam
Sg e L nsm
. - o ns
Landscape Orientatio nd. C T T T e e
" 24D AR 5, GLASECW, NT I nsm
. o o s e L a na
+[I] Fit All Columns on One Page P— n Scape Or. . iy
[M  Shrink the printout so that it is oM fage wide v ,entat'on o
- Sptoe Tom= = ns
PEgE Setug sgtre AT LTTLROL A, o naI
Spton ACDUEMIY WO AUESA, | nsm
Sptore ASTUTLITE WAGMET ALLAM DA WDA W EATATNAT 3T, LA ITONS, BT e nsI
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Choosing Landscape Orientation may make
the columns fit better going across.

Courty Welrd  SogarasTMamc oos Toidcriml A malci

S o 0T QUMM CATHITNE I 1 AATE AT AT MNA TD, SATT QLTI FATE, WT IH 12 mA
LR nEEIANAT 106 T2 SIS DN TN, H M AN ST 2 1YW ma
L TIE M LTINS AT 10612 AT DON TN, TN T N ET, AT 2 A 1YRRmA
L MDA TR ARTH Wil TS DN TOWN, KTEVILN, N S92 1YIRmA
L FTETT T2TNAARITH SIS 1 SEAT O, AR AT FALLY, T 29404 1Y mA
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Now you can Print the Export; remember
that if you instead choose to send it
electronically, first delete any columns that
you do not wish to include
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RunnjiingiRepolits




MT Votes makes running reports pretty easy. You simply select the
report (1), feed the report the parameters (2) and select Run Report.

Voter Registration
Election Management
Districts & Precincts
Petitions

Election Workers
Address Library

Labels

Ballot Processing
Master Lookups

Close

[~ all (Deleted precints will be included on repaort)

OccoHs -2-38

O WASHINGTON SCH - 1-38

[ HIGHLAND PARK SCH - 3-38

County —Election

’7|Cu5ter = |14 Municipal General 2015 - 11/03/2015
Precincts | District | —Ballot Style
Precincts [~ All Ballot Styles

Description

O WARD1-WASHNGT
[0 waRD2-CCDHS

[0 WARD3-HIGHL

[0 WARD4-JEFFERS

M JEFFERSON SCH - 4-38 |
—T_ Range
From |WASHINGTON SCH - 1-38 =]
To [WASHINGTON SCH - 1-38 =]

—Absentee Type
[~ all Absentee Types

—MNYRA Motice Type

—Budget Group

|H||

Sent

From

—Date Range

| Receive I

IiTo

| |

" 1st Notice —Ballot Stages
; - [~ Al [™ Exclude ‘Sent/Void ballots
I:IAbs_gntee List :I ¢ 2nd Notice B
O civilian Overseas Description | 3
! lEIection Specific _Iﬂ " Cancellation of voters [ certified
< ; []MNot Reguestad hd
] |
Code | Name | - Sort Order [
EX-E01 Export for Absentee Voters in an Election BALLOT-STYLE I
EX-E015 Export for Absentee Type Date Range BALLOT-SEQUE... S
EX-E016 Candidate List LASTNAME Y
E-001  Absentee Voters for an Election FIRSTNAME |
E-005 Election Districts Included In Election ~|f}| MIDDLENAME
[_Include Confidential Votars
Export |
Cancel Run Report
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Not all parameters are required! If you attempt to run the report and it
does not contain a required parameter, MT Votes will notify you with a
red flashing exclamation blob.

Select item from the list

Voter Reqgistration
Election Management
Districts & Precincts

|| Petitions
Election Workers
Address Library
Labels

Master Lookups

Close

EX-E015 Export for Absentee Type Date Range
EX-E016 Candidate List

E-001
E-005

Absentee Voters for an Election
Election Districts Included In Election

LASTNAME
FIRSTNAME
LI MIDDLENAME

I ] 3
Voter Search Help
County —Election
’7|Custer | |14 Municipal General 2015 - 11/03/2015 |
Precincts | District | —Ballot Style
—Precincts [~ All Ballot Styles
[~ All (Deleted precints will be included on report) Description
T OO WARD1-WASHNGT
OccCDHS -2-38 [ wWARD2-CCDHS
O HIGHLAND PARK SCH - 3-38 [0 WARD3-HIGHL
1 IEFEERSON-SEH [0 WARD4-JEFFERS
T Range —Budget Group
From |WASHINGTON SCH - 1-38 =l Ji =l
—Date Range
To WASHINGTON 5CH - 1-38 e
Iw J Sent | Receive I
. From | To I
—Absentee Type NYRA Motice Type
™ All Absentee Types @) GeeTRE Ballot Stages
[ Absentee List = [~ Al [~ Exclude 'Sent/Void' ballots
O civilian Overseas @ Description | ﬂ
! lEIection Specific _ILI n of voters [ certified
J > O Mot Requested =]
Code | Name | - Sort Order [
EX-E01  Export for Absentee Voters in an Election BALLOT-STYLE A
BALLOT-SEQLUE...
V

[™ Include Confidential Voters

Export |

Cancel

| Run Report I
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Likewise, if you include too many conflicting parameters, MT Votes will
not be able to process your request and it will give you red flashing
exclamation blob that you can mouse over for more information.

o ] 4
Voter Search Help
ICount i—Precinctl d i il be included SD“TIS leted spli ill be included
C r v Deleted precints will be included on All{Deleted splits will be included on report
Voter Registration ’7 Custer 'I rDA”(_ - z 5 (_ - z | port)
i — Yoter Movement —— escription escription
Election Management
Election Management | j|Custer [] WASHINGTON SCH - 1-38 o
Districts & Precincts I_l CCDHS - 2-38 hd
. 4 | 4 |Select from either Districts or Precincts |
Petitions I h T
i |~ District Audits
Election Workers e —— ¥ All(Deleted districts will be included on report) | [T all
I t h : I Address Library From Description ﬂ Description | i’
n IS eXa I I I p e’ Labels To - O cC WATER/SEWER DIST 2 - WT_200 0 O Absentee Addre...
) O cC WATER/SEWER DIST 2 - WT_200 - [ Address Details
Ballot Processing —Effective Date 4| | 3 O Administrative hd|
MT Votes can only | s .
—————— |—Election Party
Close To I~ Al |Ba|l-:-t Requested In =l ™ Al
— =
take the otiers ———— [ssaon | R
) . O Democrat
Print Date [ 14 Municipal General 2015 - 11/03/2015 ORepubl
1A FEMERAI RERMERAI 2014 - 11/NAIN01A v ELL |C.a|"|
I '4_, | » O Nonpartisan ;l
arameter of All precten
— Status Status Reason
O Date Last Voted [ AN — I A —
P rECI n cts O R AI I I DLl | ;| DELET
Election Date DACtN? Clincomplete
I— OInactive
° . O Late Registration x|
Districts, not
CODE | NAME |« Sort Order
VR-009 Voter Status Summary Report LASTNAME Al
b t h VR-010 Registrant Activity Report oy FIRSTNAME v
O . VR-011 Registered Voters Report MIDDLENAME
VR-012 Voting Activity Report j 4| | _,l
v Include Confidential Voters
EToE | Cancel | Run Report




Here is the general appearance of a report. This is the E-001, which is
the report version of the EX-EO1 Export shown earlier.

- - . > " i D | -




You can ask most of the same questions about the Report that we could
have in the Export, but you must re-run the report every time inputting
different parameters. Depending on the report, this can take large
amounts of time.

] 5|
Voter Search Help
I‘Mb‘%—"md"d IS_D“tS
= i~ Deleted precints will be included on report All(Deleted splits will be included on report
Voter Registration ’7 SLEE | o A”(_ - z port) = (_ = £ T port)
Description ﬂ escription
: — Voter Movement ——
Election Management
Election Management Tlcuster [] WASHINGTON SCH - 1-38 o
Districts & Precincts CCDHS - 2-38 hd
- 4 | L4 [Select from either Districts or Precincts |
Petitions I - 1T
. | District — - - Audits
Election Waorkers ——— [V All(Deleted districts will be included on report) | [~ all
Address Library From Description - Description | e
Labels To [ cC WATER/SEWER DIST 2 - WT_200 (| |OAbsentee Addre...
) [0 CC WATER/SEWER DIST 2 - WT_200 v [ Address Details
Ballot Processing —Effective Date 4| | » O Administrative Rd|
Master Lookups From
—Election Party
Close To I Al [Ballot Requested In = I Al
— Description =
—Others Description ﬂ 0o . —:I
- emocra
Print Date O 14 Municipal General 2015 - 11/03/2015 Or bli
14 FERERAI REMERAI 2014 - 11042014 r =l |c.ar|
'4_, | » O Nonpartisan hd|
Date of Birth
| — Status Status Reason
v
Date Last Voted 4 Al — L —
Description | ;| Description |
Election Date DACtN? Oincomplete
I— O inactive
[ Late Registration x|
CODE_| NAME |« Sort Order
VR-009 Voter Status Summary Report LASTNAME A
VR-010 Registrant Activity Report —y FIRSTNAME v
VR-011 Registered Voters Report MIDDLENAME
VR-012 Voting Activity Report LI 4| |_,|
¥ Include Confidential Voters
Saon | Cancel | Run Report
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Repolt/Expolitilypes




Election Reports

 EX-EO1 - Export Absentee Voters in an Election
 EX-E015 - Export for Absentee Type Date Range
 EX-E016 - Candidate List

* E-001 - Absentee Voters for an Election

* E-005 - Election Districts Included in Election

* E-006 - Election Expenses Apportionment

* E-007 - Election Billing Worksheet

* E-008 - Allocation Cost Worksheet

* E-011 - Absentee Batch Report

 E-014 - NVRA Report

* E-015 - Absentee Type Date Range Report

* E-016 - Candidate List Report
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Election Reports (least useful stricken)

 EX-EO1 - Export Absentee Voters in an Election

e EX-EO015 - Export for Absentee Type Date Range (Used for biennial absentee
confirmations)

 EX-E016 - Candidate List (Export of candidates in an election)

* E-001 - Absentee Voters for an Election(Information about every absentee
ballot)

e E-005 - Election Districts Included in Election(Shows all districts in the
election)

+—E-006—FElection-Expenses-Apportionment

+—E-008—Alocation-CostWerksheet

e E-011 - Absentee Batch Report (Most useful if you run by individual batch)

+—E-014-NVRAReport

e E-015 - Absentee Type Date Range Report (Used for biennial absentee
address confirmations)

e E-016 - Candidate List Report (A report of candidates in an election)
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Election Reports — Most Useful

e EX-EO1 - Export Absentee Voters in an Election

e EX-EO015 - Export for Absentee Type Date Range (Used for biennial
absentee confirmations)

e EX-E016 - Candidate List (Export of candidates in an election)

* E-001 - Absentee Voters for an Election (Information about every
absentee ballot)

e E-005 - Election Districts Included in Election (Shows all districts in
the election)

e E-011 - Absentee Batch Report (Most useful if you run by individual
batch)

e E-015 - Absentee Type Date Range Report (Used for biennial
absentee address confirmations)

e E-016 - Candidate List Report (A report of candidates in an election)
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Voter Registration

EX-001 — Voter Walking List

* EX-002 — Voting History List

e EX-003 — Registered Voter List

* EX-004 — Statewide Voter Extract

e EX-005 - Statewide Voter Purge

* EX-006 — Statewide New
Registrants

* EX-007 — Statewide Absentee
Requestor

e EX-008 — Statewide Late
Registration

e EX-009 - Statewide Changes to
Registrants

 EX-010 - Statewide Jury Pool
Extract

* EX-011 - Late Registration
Statistics

* EX-012 - Voter Polling Place List

e EX-013 - Federal Survey
Duplicate Registration Export

VR-001 - Change of Counties Report

VR-002 - Voters with Prior Registrations
VR-004 — NVRA Compliance Statistics Report
VR-005 - Potential Duplicate Voters Report
VR-007 — Voter Pending List Report

VR-009 - Voter Status Summary Report
VR-010 - Registrant Activity Report

VR-011 — Registered Voters Report

VR-012 - Voting Activity Report

VR-015 - Even Odd Walking List Report
VR-018 - District Voter Register

VR-018 - Incomplete Registration Notification
VR-021 - Cancelled Voters within a Date Range
VR-022 - Late Registration Statistics Report
VR-023 - Federal Survey Duplicate Registration
VR-024 - Merged Voter Report

VR-025 - Duplicate Voters Marked No Match
VR-026 — No Match Audit Report — Voter
Merge

VR-027 - Voters Marked as Potential Felons
VR-028 - Pre-Voter Registrations
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Voter Registration (least useful stricken)

*  EX-001 - Voter Walking List
*  EX-002 - Voting History List
*  EX-003 — Registered Voter List

EX-008—S el Reai .
EX-009—S e cl Reai
o EX-010—Statewidedury-Pool-Extract
»  EX-011 - Late Registration Statistics
EX-012 —\/ Polling Pl ¥
EX-013 — FoderalS Buoli Reqi ok
*  VR-001 - Change of Counties Report
: ith PriorRe .

VR-004— NVRA C i Statistics R
*  VR-005 - Potential Duplicate Voters Report

*  VR-007 — Voter Pending List Report

*  VR-009 - Voter Status Summary Report

*  VR-010 - Registrant Activity Report

*  VR-011 — Registered Voters Report

*  VR-012 - Voting Activity Report

*  VR-015 - Even Odd Walking List Report

* VR-018 - District Voter Register

* VR-018 - Incomplete Registration Notification
*  VR-021 - Cancelled Voters within a Date Range
* VR-022 - Late Registration Statistics Report

*  VR-023 - Federal Survey Duplicate Registration
*  VR-024 — Merged Voter Report

*  VR-025 - Duplicate Voters Marked No Match

*  VR-026 — No Match Audit Report — Voter Merge
*  VR-027 - Voters Marked as Potential Felons

*  VR-028 — Pre-Voter Registrations

Lets remove
exports/reports that
are only available or
useful at the state
level.
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Voter Registration

e EX-001 - Voter Walking List (Useful for candidates)

 EX-002 — Voting History List

* EX-003 — Registered Voter List

* EX-011 — Late Registration Statistics

* VR-001 - Change of Counties Report (Identify individuals who
move to or from your county)

* VR-005 - Potential Duplicate Voters Report (Extremely useful!)

 VR-007 — Voter Pending List Report (Same data as you’d get from
Voter Search)

* VR-009 - Voter Status Summary Report (Provides a summary of all
Statuses and Status Reason)

* VR-010 — Registrant Activity Report (Allows a user to search for
certain audit entries. Useful!)

* VR-011 — Registered Voters Report (A list of all Voters. Options
include: Status, District/Precinct, Effective Date)
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Voter Registration

 VR-012 - Voting Activity Report (Provides information on voters for a selected
election)

* VR-015 - Even Odd Walking List Report (Provides voters name/phone of individuals
on both sides of the road)

 VR-018 - District Voter Register (Useful for districts who run their own election)

 VR-019- Incomplete Registration Notification (Provides a ready to use form for
Pending-Incomplete voters)

 VR-021 - Cancelled Voters within a Date Range (Shows cancelled voters within a date
range — long time to run)

* VR-022 — Late Registration Statistics Report (Report must be run before you close an
election)

* VR-024 - Merged Voter Report (Returns all voters who have been merged in your
county)

* VR-025 - Duplicate Voters Marked No Match (This report fails to include WHO was
the new duplicate)

* VR-026 — No Match Audit Report — Voter Merge (Report is hard to use as it does
include Cancelled voters)

* VR-027 - Voters Marked as Potential Felons (Useful to identify potential Felons)

* VR-028 - Pre-Voter Registrations (Provides number of total Unprocessed, Processed,
and Cancelled Pre-Registrations)
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Districts & Precincts

 DP-001 - District Listing (Lists all districts in your county by District Type)

e DP-002 - District Splits (Lists all splits in each district)

 DP-003 - District Voter Count (Provides the total voter per district)

 DP-004 - Position Listing (Total positions per District and term years)

* DP-005 - Precinct Splits (Lists all splits in each precinct)

 DP-006 — Precinct Splits Count (This report is useless since we don’t register
by party)

 DP-007 - Precinct Voter Count (Total voters by precinct and Status)

 DP-008 - Precinct Listing (Polling location assigned to each precinct)

 DP-009 - District Within Precinct (Lists all districts within each Split)

 DP-010 - Precinct Within Districts (Can show all precincts and splits within a
given jurisdiction)

 DP-011 - Elected Officials report (Position holder of each position in the
district)

e EXDP-001 - Precinct Listing Export (Polling place in each precinct, export)

 EXDP-002 - Districts within Precincts Export (Shows all districts in splits,
really useful)

64



Petitions

 EXPM-001 - Circulators Export (A list of circulators)

« EXPM-002 - Petition Signers Export (Information about signers and
circulators)

 EXPM-003 — Petition Certification — Statistics by House District
(Data about HD)

 PM-001 - Circulators (A list of circulators for a selected petition)

 PM-002 — Duplicate / Triplicate Signature Recording Form (Shows
Dupes/Trips)

 PM-003 - Petition Processing Statistics (Basic data on selected
petition; for statewide petitions, defer to SOS to provide these
totals since they are statewide totals)

 PM-004 - Petitions (Lists all petitions for your search criteria)

 PM-005 - Petition Signers (A printout of the acceptance and
rejections you entered into petitions module)
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Petitions

PM-006 — Petition Signature Statistics (Detailed stats about
signatures for a petition)

PM-007 - Petition Summary Results Verification (Detailed stats per
submittal)

PM-008 - Petition Signature Page Line Statistics (Detailed petition
summary)

PM-009 - Petition Certification — Statistics by House District (Most
useful Petition form — sent to SOS for statewide ballot issues!)
PM-010 - Duplicate/Triplicate Signature for Petition (Provides all
data about dupe/trip signatures)

PM-011 - Petition Signers / Changed Counties (I don’t believe this
is useful)

PM-012 - Unfinished Submittals (Good report to verify you have
finished all submittals)
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Ballot Processing

BP-002 — Ballot Statistics By Precinct (Stats by precinct, you can also
run by district)

BP-004 — Ballot Statistics By Ballot Style (Stats by ballot style)
BP-010 — Ballot Batches Unprocessed (Useful report if you cannot
close your election!)

BP-011 - Ballot Batches Receiving (Data about individual batches)
BP-012 - Voter Listing By Ballot Style (Useful report to show who
received what ballot #)

BP-013 — Undeliverable Ballots (Undeliverable ballots)

BP-016 — Absentee/ Mail Ballot Sent By Ballot Style (# of Ballots
sent by style)

BP-020 — Duplicate Ballots Report (appears to provide all Reissued
ballots)

BP-023 — Ballot Style Key (Unsure what this report would be useful
for)
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Ballot Processing

BP-026 — Ballot Statistics for Return by Date and Source (How ballots came

back by Date)
BP-028 — Ballot Proofing — By Precinct, Splits and Styles (Total voters per
split)

BP-031 — Batch Exception List Report (Provides all ballots that have tripped
an exception)

BP-034 — Ballot Stage/Status in Date Range (Provides Stage/Status of all
ballots)

BP-035 — Undeliverable Ballot Labels (Creates labels for a date range)
BP-036 — Ballots Preventing Election Certification (Useful if you can’t close
your election)

BP-037 — Seasonal Absentee Report (Provides seasonal voters and multiple
addresses)

BP-038 — Ballot Status Change (Shows changes in ballot status)

EX-BP1 - Voter Master Listing by Election (Provides details about all
absentee ballots)

EX-BP2 — Undeliverable Ballot Labels Export (Export for undeliverable
ballots)
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Best Reports?




There is NO definitive list of reports to use or not

to use. There may be reports/exports that you
find useful that are not on next couple of slides.




There are basically two different categories
of reports/exports.

Ones that are directly useful for

administering an election and ones that are
useful for all other data.
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Election Reports

EX-EO1 — Export for Absentees Voters in an Election. This export contains a wide swath of
information on all voters that were issued an absentee (or mail) ballot.

BP-034 — Ballot Stage/Status in Date Range — Useful for reconciling ballots. Some
counties use this report multiple times a day.

BP-004 — Ballot Statistics By Ballot Style — This gives you a summary of ballots for each
style.

EX-E016/E-016 — Candidate List
Provisional Ballot Export — Useful to keep track of data in the provisional ballot module.

Late Registration Search — Must be done before you close your election. Useful to have to
keep track of all your late registrants.

VR-018 - District Voter Register — Used for District Elections
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Non-Election Reports
EX-001 — Voter Walking List — Useful for door-to-door campaigning.

EX-003 — Registered Voter List — Just a great snapshot of registered voters.

VR-005 — Potential Duplicate Voters Report — I'd recommend a calendar reminder
every two weeks or once a month to run this report.

VR-007 - Voter Pending List — Useful for keeping tabs on your pending voter list.

VR-010 - Registrant Activity Report — This report has the potential to be
extremely useful. It basically allows you to query audit logs of voters based on
Audit types.

EX-E015/E-015 — Absentee Type Date Range Report — Biennial Absentee
confirmations.

PM-009 — Sent to the State for statewide ballot issues.
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